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MEMORANDUM FOR: Area Top Secret Control Officers

S

SUBJECT +  Guide for Ares iop Secret Control Officers

1. There is attached for your guidance a statement of the functions and
responsibilities of Top Secret control officers and acceptable procedures for
the control and transmission of Top Secret documents.

2. This guide is not intended to contravene or modify any existing regulatory
issuance, but rather to serve as a basis for training new employees and as a means
of achieving a greater degree of uniformity and insuring the adeguacy of the controls

applied to Top Secret documents.

3, Your attention js invited to the following changes which have been effected
in recent months:

"otificztion Lo CTSC of the movement of all Top Secret documents into
and ont of his area---" is no longer required (Para. 2.e. of the old

5
guide, dated 23 January 1901).

A sentence hag besen added to para. 9.a.(2) reguiring that originating
offices provide tre arpropriate return address wnen forwarding documents
to (TSC for further delivery by Armed Forces Courier Service.

Parsagraphs 9.b. and c¢. regarding courier and document receipts, have been
revised extensively. (Same paragrephs in both the old and the current
guides).

Paragraph 10 regarding che Destructicn of TS documents has been updated:
(1) to indicate that NATO SHCRET must be returned to CYSC. (2) to provide
for pulping as well as burning, and (3) actual burning or pulping no

longer needs to be witnessed.

Paragraph 12 of the old Guide regarding Notification to CTSC has been
deleted and replaced in the new Guide by a paragraph on Storage of TS
Meterial. '

Newly added paragraph 15 on the Retirement of TS Documents.

4, Any questions concerning the attachment or requests for additional copies
may be referred to the Central Top Secret Control, Extension 5812.

25X1A

CIA Top Secret Control Officer

Attachment GROUP T

¢-0-N-F~I1-D-E-N-T~-I-A-T Excluded from automatic
downgrading and declassification
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GUIDE FOR AREA TOP SECRET CONTROL OFFICERS

1. The Collsteral Ton Secret Control System in CIA operates under the
functional supervision of the CIA Top Secret Control Officer and comprises
the Central Top Sccret Control (CcTSC) in the Central Reference Service; Ares
Top Secret Conirol Officers, each staffed by an Area Top Secret Control Officer
and alternate Top Seccrct control officers; and secondary Top Secret control
offices operated by assistant Top Secret control officers. he functions and
responsibilities of these offices are sect forth herein, followed by a descrip-
tion of the proccdures involved in the control and transmission of collateral
Top Secret material,

2. Area Top Secret Control Offices tablished to facilitate the
transmission and control of Top Secret AOC s and to serve as offices of
record for major organizational componenis. Area Top Secret control officers
are nomineted by responsible oificers of such compenents and approval by the
CTA Top Secret Control Officer 1s subject to conTirmation by the Director of
Security. The functions of the area Top Secret control officer include:

a. Implementation of approved Top Secretl contrel procedures, recommending
the appointment oi alicrnate and assistant Top Secret control ofificers
within his area,.and irdoctrination of these officers.

b. Fstablishment of secondary or subordinate Top Secret control offices
within his area as reqaired.

¢. Receipt and transmission of Top Secret documents between his ‘area
and other areas within the Agency as well as other goverhment depart-
ments and agenciles.

d. Maintaining current records of the movement of all Top Secret documents
originated, received or dispatched by his area.

e. Insuring the recovery of all Top Secret documents charged to, or in
the possession of an employee within his area who is scheduled to
transfer, resign, or take extended leave.

f. Requiring that the transfer of a document to another area or ancther
agency or department is accomplished only through the area Top Secret
control offices,

' 3. Secondary Top Secret Control Offices serve as control and distribution
points for subordinste components within the area. The assistant Top Secret
control officer operating such an office is nominated by the area Top Secret
control officer for appointment by the CIA Top Secret Control Officer with the
approval of the Director of Security. His functions include: *

: C-O—NFF-I—E—E-T-T-I-A-L
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a. Implementation of approved Top secret control procedures within his
component and maintenance of a record of the location of all Top
gecret documznts charged to nis office.

b. Insuring that only authorized persons have access to Top Secret documents
' and that each person who reads a Top Secret document signs and dates the
cover sheel.

¢. Insuring that the transfer of a dccument to another area or another
agency or departiment ie accomplished only through nis area Top Secrat
control office.

4. Insuring that all Top Sccret documents originated in his component or
received directly by an irdividual in his component are recorded by
the area Top Secret control office.

Y. Alternate and Assistznt Top t Contrel Officers are noninated by ares
Top Secrei conurol cificers for appoiplment by the CIiA Top Secret Control Officer
subject Lo confirmation by the Director of Yecurity. HNeminees are not to be per-
mitted Lo serve as control cfflcers until notification is received by the area
Top Secret conirol officer that tne appointment has been confirmed., The functions
£ alternate and a tant, r

ssistant Top Secret control officers include the following:

a, Alternzte Tcn Scecred Corntrol Officers are authorized to transmit Top
Secrot raterial o ouher area LOPp Szaret conbtrol offices and other
government departments and agencles Tneluded in this category are
the personnel of arca I0p Seoret control offices, all Top Secret
couriers, and coreratioral officars whose duties require direct dealings
with other agencies involving the transfer of Top Sescret documents.

b. Assistant Top Secrei Control OFficers are gencrally responsible for
the operation of seconiary Top Secrah conbrol offices and for main-
taining controls over TCp gecret documents within the jurisdiction
of their respective offices. Assistants may hot transmit Top Secret
documents to another arsa Top Secrel conirol office nor outside CIA
except through their area Top Secret control office.

5. Appointment and Cancellation

Ay of Control Officers - Nominations of area,
slternate, and assistant Top Secret control officers should be submitted on
Form Li57, "Request for Appointment or Change in Status of Top Secret Control
Officers", in three signed copies. A fourth copy may be retained in the requesting
office pending notificaticn of Tinsl action. The forms should be forwarded to
C1sSC for processing, and notificaticn of approval or disapproval will be returned
by CTSC to ithe areca Top Secret control officer. Requests of extraordinary
urgency may be wade by calling CTSC. Forms should be submitted in the same manner
for the cancellazition of a Top Secret control officer when appropriate, as in the
cuse of a transfer or change of duties. ‘Blank forms may be obtained from CTSC.

¢-0-N-F-I-D-E-N-T-I-A-L
D
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6. Top Secret Control MNumbers - Each Top Secret document produced or received
by an activity or Traivicual in CIA will be assigned a CIA Top Secret Control nurmber
which will serve to identify the document for purposes of control and accountabllity
so long as it remaing in the Agency. This number will be marked or stamped on the
cover or Tirst page of the docurent and will be identified as the CIA TSC No. In
addition, each copy will bear a copy number assigned by the originating office,

the next consecuvive Top Secret Control number from the block of numbers
allocated by CISC to the area Top gecret control office serving the
originator. If multiple copies of the document are to be prepared by
printing or from sowme form of reproducible master, the Top Secret control
number will be placed on the printing plate or raster to be reproduced

on all copies. If the document is accompanied by a letter or memorandum

of traznsmittal, the trarsmittal docurent may be assigned ths same control
nurber with a letter or nunmber suffix, e.g., /A, -2, /1. This same numver
system may te used with an attachment which is in itself a complete docurent
or which may be expected o be sevarated from the remainder of the document,
or to suvccessive drafts of a documant.

a. Document Originated in CJA - A document produced in CTA will be assigned

b. Docurents Received from outside CIA - A non-CIA produced document received
initially in an arca Top Secred control office will be assigned a Top
Secret conitrol number in the same manner as outlined above. Variations of
the control nwsber may be spplied to attachments which were separately
controlled by the origingtor. In no case will a second CIA Top Secrct
control nusber be  assigned o a document which has been nurbered previously
by another CIA Top Secret control office.

7. Top Secret Logs - Each copy of every collateral Top Secret document produced
or received by CIA will be recorded by CTSC or by the area Top Secretb control office
serving the component or jndividual originating or receiving the docurent. A log
record will be prepared on Top Sccret Posting Record (Form 312), Top Sacret Control
Record (Form 1225), Log Sheet (Fornm 311), or other suitable recording medium approved
jointly by the CIA Top Secret control Officer and the Director of Security. Each
subsequent transfer of a copy of the document outside the area will be recorded in
the log, showing date of transfer, recipient, and courier receipt number, if
applicable. Approved disposal: Destroy ten years after documents shown on form have

o T

been downgraded, tranpsTEITEd 1o necords Tenter, destroyed or gent outside of the

3 M I3 ] -~ T . .
control point. Tre log record will include the following information:

a. CIA Top Secret Control number ,

b. Source (originating office),

¢. Description of document, e.g., report number, short title,
d, Date of document, |

e. Copy number,

C-0-N-F- T- D~ E-N-T- I-A- L
-3~
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£, NUmber of pages in document and total number of pages, including
attachments,

g. Number of attachments, if any,

h. TIdentification of attachments, if deemed significant,
i. Date of recording (receipt),

j. Name or initials of recording clerk,

8. Cover Sheefs - A Control and Cover Sheet (Form 26) will be prepared by the
ares Top Secret control 01I13er Tor each copy of every Top Secret document origil-
nated in his arca or received initislly in the area from outside CJA, showing all
identifying information called for in the heading of the form. As a matter of con-
venience, where multiple copies are inv 'olved, the information may be entered in
the center cf the top portion of the form by means of a MULTISTANP stencil or
similar device on lines corresponding to the printed headings. This cover sheet

will rerain aitached to the document until such time as the document is downgraded,
destroyed, or digpatched outsid i Nech Top Sscret control officer who recelves
the dcocument wi sizn in the left-tard column and reccrd the date and time of
vecetipt.  Each individual, other than conbrol personnel, who reads the document
w#i3l sign and indicate his office and the dete in the right-hand co‘um ns. Upon
being detached frem the documzni, the avpropriate block at the bottom of the form
will be executed and the cover sheet forwarded to CTSC. Approved dlu 08a

jon

Dg
o
t;‘.

ar; destroy
ten years after document nas becen downgraded, destroyed or sent outside CIA.

s

9. Transmission of Top Secret Documents

a. Means of Carrisge - Top Secret documents, other than those trans-
mitted by approved electrical means, will be carried by a Top Secret
courier {offizer courier). Under no circumstance will a Top Secret
document be transmitted by U. S. mail. When extraordinary circum-
stances warrant, a Top Secret document may be delivered by an area
Top Secret control officer or an alternate Top Secret control officer
designrated by him. In such a case the document need not be double
wrapped; however, thes procedures specified elgewhere herein as to
document receipits and logging at both the senﬂer's and recipient's
control points must be observed.

(1) CIA Top S=cret Courier ?ﬁraice - Domestic Top Secret courier
service (officer courlefj is furnished routinely by the Office
of Iogistics. This service is used for the transmission of
Top Secret material between area Top Secret control offices
and between CIA and other government departments and agencies.
Top Secret courier service may be obtained by telephone when

expadited delivery is reguired, by calling the Courier Office.

C-O-N-F-T-D-E-N-T-T-A-T
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Arm=d Forces Courier Service - The Armed Forces Courier Service
provides for the sec and expcdltlouc transmission of Top

Secret material regquiri ng . pratected handling by officer courier.
This service is adapted to the transmission of Top Secret material
by CIA to authorized d livery points out51de the local geographical
area., CIA officeg desiring to uiilize this service may forward

the meterial to C2SC for further tparsmittal. The material should
be properly packaged in accordance with all requirements of
paragrapin 9.c. belov and, in addition, 1t is important that the
originating office provide the appropriate return address.

Senret Moterial Transmitted with in the Agency

(%)
(5)

(6)

(7)

(8)

" Obtain the

t (Form 2600) in six copies.
ocument receipt vortion of
ABOVL FECEIPT TO.V, and

Prepare ths packege and docunent recsai
If there is insuifficiznt sdace on t e
the form, check "SiE APTACHSD LIST
enter "PDR TNO. " on the lis

”‘U'U

Attach copy %o, 1 (long copy) to the document before it is wrapped
or placed in an envelope. .

signature of a courier, or other first recipient of
package, on copy No. 2 (lonz copy) on package receipt portion
of form. Copy o. 2, the "held”. copy should be placed in a

ile i

suspense {1
Upon return of cory Lo. 1, pull and destroy Copy No. 2.

Initiate a follow-up if copy Ne. 1 is not returned within two
weeks. If ¢t i with the addressee reveals that the docurent
has not been reczived, the pacrage chould be traced through the
receipt numoer axnd recipients of the package. Outgoing logs
should show package and document recn pt nunber for easy
reference.

Recipients of packages should exa ~mine and note on the back of
the receipt any material change in the original cond:tlon of

the package which indicates possible unauthorized disclosure

of the contants. '

First recipient of the package must sign the package portlon
of the receipt on copy Lo. 2, indicating date and time receilved.

Other recipients of s Lackag@ must sizn the top package receipt
(Nos. 3-% as necessary) and leave a copy with the person from
whom the package is received.

C-0-K¥-F-I-D-E=N-T-I-A-L
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(9) Recipients of a document mist verify contents of a package, check
description of contents on CJD[ No. 1 or attached list; acknow-
ledge reﬂelpt of material’ bj signing copy No. 1 giving date and
time; log in materiel showing pack ge and document receipt number
for reference in case of follow-up; return receipts to the sender.

c. Top Secret Material Trarsmitted Outside the Agency

(1 ‘;uvier Recel j} ce

will be p”EﬂrTPu for

rie Clessified Mail Receipt (Form 2L0a)
ach COCLant or group of documents intended
for a single addressee, The recelpts will be numbered serially
and the nusber wiil be inscribed on the corresponding docunent
receipt and on the envelopss Or Wrapbers. If more than one pac
is included in o single transmittal the total number of packag
will be entered on ithe courier receipt. The Top Secret contro

W G
{0

k
"(D

;%,
&
6]

e
ol
ket
the o“1v3n31 courier receipt will be attached
£
"

muber{s) of the document(s) covered by the receipt will be en ered
on the duplicace copy. ¥ !
to the package e courier will sign and enter the date and me

. 1
of pick-up on tre duplicate, which will be retained in the transnite
- 8 1 £ - .
_ting office..

Receiﬁﬁf:> A Document Receipt (Form 615) will be prepared
te

duplicate for'each document or group of documents to he transmitted
to & single addressee. The qoeument(;) will he 'dfnu1f19u accoraing
to the headings con the forwm, including specific copy numbers. Lo
classified information will appear on the document veceipt. The names

and address of the transmitting office, the date and the number of

the courier receipt under which the matcrlal is being transmitted will
be entered in the upper perticon of the document receipt. The name
and/or office and the address of the intended recipvient will be entered
in the lower poriion of the form. The original document receipt will
ve enclosed with the docuwment in the inrer wrapping and the duplicate
retained in a tickler file E:gg;n* return of the original signed by

the addresseec. A follow-up will be made on amny document recexo*s
outstanding at the expiration of a two - weak ‘period.

ROVES

d. Wrapping - Top Secret documents trensmitted by courier will be enclosed
in two opague sealed envelopes or wrappers. The document(s ), together
with %the.document receipt will be placed in the first cover, thcL will
be sealed with gummed tape. The wrapper will be stamped TOP SECRET and
inscribed with the name and/or office and address of the 1nLendea recipient
and the courier receipt number. This wrapper may also be stamped "TO
BE OPENED ONLY BY ADDRESSTE", if appropriate. This wrapper will be énclosed
in a second envelope or wrapper and sealed with gummed tape. The cuber
wrapy:r will be inscribed with the office symbol and address of a CIA Top
Secch control office or an authorized Top Secret control point of another
government agency or department serving the intended recipient. The outer

C-0-N-F-T-D-B-N-T-T-A-1,
-6-
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wrapper will be stawped "VIA OFFICER COURTER", the courier receipt number
will be inscribed thereon, and the original courier receipted affixed.
No classification marxing will appear on the outer wrapping.

10. Destruction of Top fecret Docunments - The destruction of classified docu-
rents must be acco‘pl shed in accordance with app;lcable laws and regulations, and
questions conceraing tue legel autncrity for the destruction of goverrnment records
shovld be referred 4o the Area Records Officer. Under no circumstances will reg-
igtered deocuments or NATO, SFATO or CEAJO Top Secrel or Secret documents be des-

25X1A troyed by an arca Top Secret control officer. These documents will be refurnad
To (T3C when they are no longer rcquired in the area or upon the expiration ol

1

25X1A Al meriod. ourplus copics of other TS documents may be destroyed
' . This JJ dCCOPD'lahed ty the cusiodisn or his designee in the preserce
25X1A of 5 withessing rinz or shredding into any standard dispcsal tag.

Neither party m but both rust sizn the
degtruction cert ! tho cover crneev (Forrm 26) which is then
forwarded to CIsC. The date ol des r)CLLon will be recorded in the area “op
Srcret log. -

C[

11. Reproduction of Top Secrat Tocumentis - UOD Secret documents may be re-
woduced only upon autnorizaiion L7 orizirater, and reproduction must be
Pimited to the minimum ruwcer of copies reguired Tor efficient operation. Each
reproduced copy will be assigned a locel copy myiber which will be distinguisable
from the copy nucher (eo¥ ty the originatcor, and may be designed to indicate
+the type of reproiuction, €.48., X-1 for yerox coypy, P-1 for photostatic copy, T-1
r therrofax copy; or may be identified by & series pumber, e.g., Copy 1, Series
R~1 oducad conias ”111 be controlled in ihe same manner as pzescrlbed for original

a. CJA-produced Mocurents - Pzrmission to reproduce CIA-produced documents
W1 be obtaires from the originator of the document if within the area
proposing to reprodue, oF through tre aprrepriate area Top Secretb control
office if in anocacr area. In the latier case, the area Top Secret co ontrol
. officer, when grasting permission to reproduce, will specify the copy
number(s) to be assigned, to avoid duplication of copy nurbers.

' b. Non-CIA-produced Documents - Permissicn to reproduce Top Secret documents
of other than CIA origin Will be requested of CTSC, and the reproduction
will normally be performed by CTSC, except under extraordinary circum-
stances when the document can bte more expediticusly reproduced in an area
Top Secret control office. UWhen this is done, the copy numbers to be
assigned will be specified by CTSC.

12, Storage of Ton Secret Matarisl - The minimum requirements for storing
Ton Secret material still be a vault, safe or fire-resistant safe-type file
cabinet eguiprpad with a built-in three-tutbler combimation lock of the type which
has been approved by the Director of Secuwlty,:sTop¥Secret material stored in a
secure area nmst be stored in safekeeping equipmefit. '

C~-0-N-F-I-D-E-N-T-I-A-L
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13. NATO, SEATO, and JE‘TO Joc“m:ngs FATO, SEATO, and CENTO TDP SECRET and
GRCRTT documents are cisitributed through Top Se cre* Control channels on a loan
basis., They will not be repro uccd or “outﬂd to a control point other than CTSC
and with the exception of FATO EFCRET,* may be seen only by personnel who have
hed s speclsl briefling. nese documenss will be controlled in the same manner’ as
prezscrived for Top Secretb iments generally, except that the Secret documentis
w11l e identified for control purposes bty chort Sitle or series number and a CIA
Top Secret centrol number will not be assigned.

5 complete roster of CIA rers onnel who have been briefed for access to
docwments in these categories will be maintained in CPEC. Bach ares Top Secretd
comtrol officer concerned will mainfain a similar roster of persons in his zrea.
TF & request for such & do~‘r°“L is received by an area Top Secretb control officer
From e perscn whose nane es nobt avpear cn the roster, and his need for the docu-
fiLl te completed and sigred by a ra onsitle

n

in]

meni is established, 57
oi'Fficer of ithe recuesto t, indicating tne nocessary briefing. Trhe form
muss be sent to Ou/CIB, In asg of an urgent requirement arrangements

mzy be made by hand thc completed form to O-/Clb.

O
o
=
™
3
an

¢ istent Clasgification Conlrol
ars res Sie for the review of CIA-produced

T 1 *rlal when apprepriz-e, 214
s rol offices of the reclas-

14, PReclacsgificaii
2Ts Gnh ALLNOTI 20
vified material and the erJ
Por nobificaticn to ithair resoect
cification by them of “op Sscrel

l‘\.
[SPREH3Y

Notification of “he reclssgification of Top Secret documents of elther
CTA or non-CTA origin will te issued to reciplents of the documents ty the CIA
Cleesification Contro ’ form of serially numbered regracing tulletins.
If the docurent is in the nalure a single addressee memorandum or was given a
s*rictly Wimited dlstrlb*cion originrating CIL office , notification to the

S

ringtor,

f_‘
S
3
[
o
> 0
i
'3
"
)
o

’1‘}
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3
-
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—
=]
o
<
o3
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m
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D
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Upon receipt of & r  bulletin from the CIA (lassification Control
Officer, the area Top Secret officer will change the classification of any
copins of the document in his custody as outliined below:

a. The front cover cr first page of the document will be marked or stamped
to reflect substansially the following:

CENTRAL TNTZLLIGENCE AGENCY
CIASSIFICATION CEANGED 1O

BY AUTHORITY OF
OFFICE DATE

¥NATO does not require the special briefing for SECRET; however, the regulation
does require the restricted handling otherwise. ’

C-0-N-F-I-D~E-1i-T-T-A-T,
8.
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The new classification will be entered on the appropriate line and the
authority will be shown as Regrading Bulletin No. with the date
of the bulletin.

[}
b. The classification TOP SECRFT 7111 be stricken and the new classification
anl/or control applied wherever the original classification appeared on
the document.

>6) will be executed in the appropriate space to

¢. The cover sheetb (E
assi ication, detached, and forwarded to CTSC.

show the new cla

H) H

4. The arca logz will be mwarked to reflect the change of classification and
the disposition of cepies of the document.

When rotice of reclassification of a Top Secre t docwrent is received by
the area Top Sccret control offff r Trom zn assistant clagsification control or
authorized classifi the classification of any copies cf the
docurcnb in his n accordance with the foregcing. The

-
<

[

end office of the j c jin the area will be shown as the aut
for the change. The notice, or copy the reof, will be forwarded to CTsC fo
CIA Classificaticn Control Officer, with a notation as to whether recipien
been notified of the reclassification. I such notification is to be made
but dis GMLnation of the document was made by the originator, the area Top

PR

control officer will advise CTSC of the distr bvtlon, showing addressee, CORY
nusper, and date of tra i

-t Documents - Inactive Top Secret

15. Retirement of Collateral SYelgc
meterisl rmay be retired to tne Re ds Center., 7Top Secre* documents which have
been integrated witn material of other classifications in a file series mzy be
retired with the othzr raterial to the ?ecords Center in order to maintain the

integrity or continuity of the £ile. Other Top Secret documents may be retired
to the Records Center when they have served their immediate purpose in the area.
In order that requasts for retired Top Secret docurents may te most efficiently
serviced, the procsdures outliined below are furnisked Tor the guidance of Area
Top Secret Control Officers, to supplement procedures prescribed by the Records
Management Staff and Area Records Officers.

a. Top Secret Documents Integrat ed in File Serie

(1) The Area Top Secret Control Officer of the transferring office
will prepare a listirg in four.copies of all Top Secret documents
in the file, showing CIA TS8C number, copy number, and the job
nuiber under which the material is to te retired. Individual Top
gecret documents will be fiagged in such a manner as to be readily
discerrible upon opening the box. Suitable tabs may be obtained
from Records Center ir desired. The transfer of the documents to
Records Center will be recorded in the Area log, including the job
number under which the transfer is being effected.

C-0-N-F-I~D-E-N-T~I-A-L
..9..'
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(2) Distributilon of copies of the listing will be made as follows:
(a) Two copies to Records Center.

(b) One copy retained by the Area Records Officer of the transferring
office. :

(c) One copy retaired by the hrea Top Secret Control Officer until
receipted copy 18 returned by Records Center.

(3) The Records Center Wwill inventory the contents of the boxes and note
any discrzpancies on a1l three copies of the listing. One copy of the
listing will thenr be gigneé and returnad to the Area Top Secret Control
Officer of the trensferring office. The second copy will be resained
by Records Center as an incoming Top Secret loz. Upon having signed the
ligting ecknowledging receipt and custedy of tha documents, the Fecords
Center will asszune nonsibility for the servicing of reguests for the

material in conformity with sgtanlished.

9]

(4) Upon return of the signed copy of the listing from Records Center, the
Area Top Secren Conurol Officer may destroy the cony held by him and
will retain the signed copy as 8 receipt, after noting any discrepan-

cies on Ltne Area Recorts CLrilcecr's CODY.

(5) In servicing requests for Top Secret material the Records Center will:

(a) Preparec a charge-out card to be placed in the box in place of the
Top Secret material {C te removed.

est Torm Wo. 490 "Top Secret Suspense" and place in
ile after pertinent information, including clerx's

rd couricr receipt number, has been filied in. This
. will pe used as a Top Secret outgoing log.

(b) Stamp thc Requ
a suspense T

(c) Forward material to the requester via his Area TSCO, obtaining
sigred document receipt.

(d) Follow up on any doctment not returned at the expiration of 30
days. 1If, at that tine, it is found that the requester reqguires
the document for a longer period, the suspense date will be moved
forward 30 days. If the requesting office indicates that it
wishes to retain tue document permanently, this fact will be noted
on the charge-out card, the request form and the listing.

(6) When material which has bteen retired becomes eligible for destruction,
the Chief, Disposition Branch, Records Center will:

(a) Pull all Top Secret documents from the job.

C-0-N-F-I~D-E-N-T-T-A-L
-10-
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(b) Remove the Cover Sheet, Form No. o6, and execute the destruction
certificate at the bottom of the form.

25X1A o

(e) Destroy_the Top Secret material, together with the
other related material in the job. _

(d) Forward exscuted Cover Sheet to C7SC/CRS.
(e) Complete Form 141 and forwerd to transferring office,

(7) If, st the time the material becomss eligible for destruction, it is
found that a document is out on lcan, Recorcs Center will effect
permanent charge to the sffice having possession of the docurent and
will notify the apvrorriate Arca Top Secret Control Officer that Ui
document is eligilt destruetion and has been perwanently charged
to his office.

'\ [}

s
D
o3

t

Vi b

Lerial wreviously retired to Recerds Ceanter will be in-
the TOD D cret manifest filed in the containers and
covies of the manifest will then ve
will be reLQJneu by Rzcords Center as
be red ac vohlrdglng receipt and
leCQT of the transferring
bv Records Center until
S BLLED . g g a§~¥h;chwiime it may be
used as a ceLgif > O - ction, if appropriate.

(8) Top Secret m
vertoried a
any di scre;a
reproduced. Th
Top Sccret loz.
returned ro the
pfic b8

b. Top Secret Decunants ot Inbegrated with Other Material

Top Secret documents held Sﬂpprat~Ly Ly an Area Top Secret Cont rol Off
as  individual filss may be retired to the Records Center. This will »
accomplished ir accoriance with eztablished ploopdu“ﬁ\ for the transfer
of Top Secret doctments. The arca log will be nof =3 "Retired to Records
Center" and the Cover Sheet (Form 26) will be marked ”Retired", in red.
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o

I
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OCI OFFICE OF THE DIRECTOR 23-67 VOLUME

1

OFFICE SUBJECT FILE

a. Consists of correspondence and memoranda to and from 1.8
other components within the Agency, the USIB Community, the
DDI, the DCI, etc. Filed by component or subject category.

CONVENIENCE FILE (CHRONO)
a. Copies of all correspondence signed by the DOCI and 1.2

DDOCI. TFile also contains copies of memos which are sole copiles
in OCI. TFiled chronologically. File includes correspondence

signed by SA/CI, ASP/CI and PTO.

8IG/303 (SENSITIVE) 2.0

PRESENTATION STAFF, OFFICE OF THE CHIEF

3

25X1A

BRIEFING FILES

a. White House and Congressional Briefings - include notes, 4.0
records of items used during briefings and various reports; OCDM
records and notes maintained on daily briefings.

OCI PUBLICATIONS FILES

a. The following publications are included:
Central Intelligence Bulletin, Current
Intelligence Digest, Current Intelligence
Weekl§ Review, Current Intelligence Weekly
Summary; also includes intelligence memorands for
0CI, CIA and Directorate of Intelligence.

rres receasD [

Consists of copies of items foom CI publications that were
released to representatives of foreign governments, Maintained as
record copies of releases and ready references. ALgo filed are
the marked liaison drafts of the CIB and Weekly, which are retained
for 3 months and then destroyed.

SPECIAL STAFF/PDB

1

THE PRESIDENT'S INTELLIGENCE CHECKLIST AND INTELLIGENCE REVIEW

0CT publication - June 1961 to November 196k 3.6

Approved For Release 2001/03/03 : CIA-RDP78-07317A000100230004-5
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SPECTIAL STAFF/PDB

2 HIGHLIGHTS OF THE WEEK
OCI publication dated 18 December 1964 to 26 February 1965 A
3 THE PRESIDENT'S DAILY BRIER

OCI publication ~ Dry runs and publications - December 3.0
1964 to present

N Excerpts from PDB Briefs broken down and filed geographically 2.0
for quick reference for years 1963-64

6 SPECTAL STUDY-~CHINESE DECISION-MAKING--THE LONG MARCH AND THE IONG WAR
2l February 1966 1
8 CORRESPONDENCE ON THE BRIEF
Letters and memos from the White House and from VIPs .2
relating to Brief
SPECTAL ASSISTANT FOR RESEARCH, OCT
5 RESEARCH PRODUCTION RECORDS (Item 7 of previous schedule)
Record copies of research publications produced under 6.0
supervision of SA/R, such as Intelligence Studies and Handbooks
and record files of OCI Handbooks produced duiing 1956-61.
INDICATIONS STAFF
1 WATCH COMMITTEE REPORTS

Reports and minutes of Watch Committee maintained for 2.0
Chailrman of Watch Committee

2 INDICATIONS REPORTS
These reports contain basSic papers such as general indicator L4.5
igzziéitzrgézﬁmzzigc?ys, _ alert systems and other STATINTL
1950 to date.
3upPr SUPPORTING DOCUMENTS

These are supporting documents for indications and Watch 2.0
Committee reports, also includes briefings, notes and graphics,

2

Approved For Release 2001/03/03 : CIA-RDP78-07317A000100230004-5



’ 103/03 : CIA-RDP78-07317A000100230004-5
ARRIOVRAL L Reiease 2001 e o

1. OCI ADMINISTRATIVE ISSUANCES

a) Published copies. These are the official records files .3
which contain one copy of each individual notice, memo and/or
regulation.

3 CAREER PANEL FILE

Consists of minutes of meetings, agenda and material
reflecting decisions, policies and action taken by the Panel on
career planning, promotions and other related actions. .1

L BUDGET AND ALLOTMENT FILES

a) One copy of office budget estimates, operating budget, 5
preliminary estimates, and revised budget submissions,

14, OFFICE POLICY FILES
(Transferred from Executive Officer)

a) These files consist of the policy and procedure of the 2.0
office. Includes correspondence, reports and staff studies re-
lating to management, procedures, security, manning tables,
meetings, planning papers, overtime and other documents. Files are
used by the D/OCI, DD/OCI, and Chief. Administrative Staff.

Tile by subject

I1/8, OFFICE OF THE CHIEF
1 SUBJECT FILES

a. Substantive and documentary material (Includes original 1.0
Form L4's with releasing officer's signature).

3 EXCHANGE RELEASES
File reflects the disseminstion of intelligence material. A
Included are requests for permission to release material to
foreign governments and memos authorizing the release. Filed
chronologically. (1966 to date)
i STANDARD DISTRIBUTTON ILIST
a. These are standard distributfion lists brepared and 1.0

maintaindd for the distribution of OCI publications and for the
distribution of intelligence memoranda. (1965 to date)

II STAFF, REGISTRATION BRANCH

3 DESTRUCTION RECORDS

This is a central file for the record destruction of

Special intelligence documents in OCT and_other compopent, éﬁ%@i
Appivived ForReledse2001/03/03 »GIARDR78:0%314A000400230004:5 ...
3 riplicate copy of receipt form used to record destruction of documents re-
Page g turned from JCS, AEC, White house and others. Filed e cffsoae (1t o a o\
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CIA OPRRATIONS CENTER 23-67 VOLUME
8 IDX COMMUNICATIONS. SERVICE FILES

a. Administrative Files .5
Those which document the establishment or development
of the LDX Center.
WATCH OFFICE
2 DAILY LOG
Recordings in short narrative form of the mgjor events .8
occurring during the night tour of duty. The information is
used by the Watch Officer in briefing on coming personnel on
events occuriing during the previous period. Filed chronologically.
(Current)

OCT, NATIONAL INDICATIONS CENTER

1 INDICATIONS AND IAC WATCH COMMITTEE REPORTS
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